Procedures for Requesting Funds to use for Book Returns
(For Fort, Portage, Reedsburg, Watertown locations)
1) Complete a Check Request and send to Accounts Payable, requesting a check made out to your bank as petty cash.  Upon receipt of the check from AP, you should cash at your current banking institute for currency/coin to use for book return refunds.  The chartfield to use for the check request will be 1102-501, which is a cash account designed for Bookstore Refunds only.  (and should never be used or combined with any funds made available for Book Buybacks, nor with the cashier drawer).
2) Please also send a copy of the check request to Karen Gretschmann in Financial Resources and keep a copy for your records.
3) The Refund fund should be kept separate in the safe and the log completed whenever a refund is issued.   The original receipt should be attached to and sent with the daily paperwork AND a copy kept in with your funds as payouts verification.   This fund is designed to be used for heavy refund periods and should be deposited once refunds are minimal.   (Normal activity would be requesting funds a month or so before semester starts and depositing remaining funds a few months later).
4) When depositing remaining funds to your bank, please complete a separate deposit slip and staple onto the Miscellaneous deposit form.   The 1102-501 chartfield should be written on form and submitted along with your daily paperwork.
5) No cash should be given out for books or merchandise where the buyer paid by check.   Cash will only be given as a refund on CASH purchases.   If payment was made by check, then the District Check Refund register key should be used and recorded on the daily Cash Receipts Summary.  A Check Request is completed for the refund recipient and attached to daily paperwork sent to Karen Gretschmann, Financial Resources.  The customer receipt must be included with the check request for Accounts Payable.  The chartfield used for the District Check Refund request is 2106-501, same as on the Cash Receipts Summary.   Accounts Payable processes the refund and mails to the customer after their Student account is reviewed for any possibility of holds due to NSF checks.
